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FOREWORD 



The neefd for strong and competent administrators of voca- 
tional education has long been recognized* The rapid expansion of 
vocational education programs and increased student enrollments 
have resulted in a need for increasing numbers of trained voca- 
tionidl administrators a^ both the secondary and post-secondary 
level • Preservice and inseryice administrators need to be well 
prepared for the complex and unique skills required to successfully 
direct vocational programs. 

The effective training of local administrators has been 
hampered by the limited knowledge of the competencies needed by 
local administrators and by the limited availability of competency- 
based materials for the preparation of vocational administrators. 
In response to this pressing need, the Occupational and Adult 
Education Branch of the U.S. Office of Education, under provisions 
of Part C"--Research of the Vocational Education Amendments of 
1968, funded The Center for a scope of work entitled "Development 
:of Competency-Based Instructional Materials for Local Administra- 
tors of Vocational Education." 

The project had two major objectives as follows: 

• Toii, conduct research to identify and nationally verify 
the competencies considered important to local adminis- 
trators of vocational education. 

m To develop and field test a series of prototypic 

competency-based instructional packages and a user's 
guide* 

The identification of competencies was based upon input from 
a select group of experienced vocational administrators partici- 
pating in a DACUM (Developing A Curriculum) workshop and the 
results of an extensive and comprehensive literature search and 
review. The merger of the DACUM and literature review task state- 
ments resulted in a list of 191 task statements that described all 
known functions and responsibilities of secondary and post- 
s'econdary vocational administrators* These task statements were 
Submitted by questionnaire to a select riationcil ^group of 130 
Experienced secondary and post-secondary administrators of voca- 
pional education for verification. Ninety-two percent (92%) of 
these administrators responded to the verification questionnaire 
knd indicated that 166 of the 191 statements were competencies 
'important (median score of 3.0 or higher) to tthe job of vocational 
|adlninis trator . For additional information about the procedures 
/used tfp establish the research base upon which this and* other 
^modilles^n the series were developed, see The Identification and 
f Nat i^na^ \Verif ication of Competencies Important, to Secondary and 
i Post^^^^^^^ndary . Administrators of Vocatipnal Eduyd»i^:^on ^ available 
from The \Ceinter for Vocational Educatidn. ^i 

/' 
iii 




Hicjh priority compoLont: ic-i were i dent i fed and hIx ^!>rotoLYpic 
modules and a user's guide wero developed, field tested, and 
revised. The materials are or<jani zed in modular form for UHe by 
both presjiervlce and Lnservieo vocational administrators. Kach 
module includes performance object ivi^s, infprmation sheets, foam- 
ing cictivities, and feedback dcwicuvs to helj) the module user 
(learner) accjua rt: t;/fte spc?cified competency. While th(.- modul<^^s are 
basically se 1 f -coyrta i nt^d , retiuLrlnq few outside resources, they 
are not entirely self-instructional. A qualifie(^ resource person 
(instructor) is required to guide, assist, and evaluate the 
learner's progress. 

^ F'or more information on the develo[3ment and field testing 
procedures used, ,see Th e Developmerit of Compe tency-BaBed Inst ruc- 
tional Materials for the Preparation of Lo cal Administrators of 
Secondary and Post -S e conda ry Vo c a t Lonal Kduc a t i on , available from 
The- Center. - - - . 

Several persons contributed to the development of this guide 
to using competency-based instructional materials. Special recog- 
nition goes to Kristy L. Ross, Program Assistant, for her writing 

nd editing of the manuscript. Thanks also goes to Glen E. Fardlg, 
^^ .earch Specialist, for his suggestions on manuscript content* 
FiMally, credit for their contributions goes to Robert Norton^ 
roject Director, for his overall guidance and final content 
review of the manuscript; and to James B. ^Hamilton, Professional 
Development in Vocational Education Program Director, for his 
guidance and administrative assistance. 



Robert E. Taylor 
Executive Director 

The Center for Vocational Education 
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INTRODUCTION 



The purpoBo of this guide is to aid you in usinq conipt* toiu^y- 
based curricular mator'ials developed and field tested 'by Tht^ 
Center for Vocational l^ducatLon under a USOK^ Part C research 
qrant. The Center t.q located at The Ohio State University in 
Columbus, Ohio. It is a national researcli and development orqa- 
nization which specializes in conducting research, development, 
and traininq activities in vocational and career education. 

This guide will introduce you to competency-based curricul^ir 
materials that have been developed to specifically meet the needs 
of secondary and post-secondary local administrators of voca- 
tional education. The Cf^nter developed these materials in 
response to a need for i nstrucLion^^ 1 materials that can help 
vocational administrators* le^arn the competencies they need to 
more effectively carry out the responsibilities of their posi- 
tions. We, at Tlie Center, feel that competency-based instruction 
is the best ava liable method for delivery of these competencies. 

■ This guide should bo used in conjunction with the following 
competency-based modules available from and developed by The 
Center for VocXtlonal Education. 

m Appraise the Personnel Development Needs of Vocational 
Teachers ' 

• Develop Local Plans for Vocational Education: Part I 

• Develop Loca.1 Plans for Vocational Education: Part II 

• Establish a Student Placement Service and Coordinate 

Follow-up Sx.udies ' I ' 

• Qrganize and W^rk~with a Local Vocational Education Advisory 

Counci 1 

• Supervise. Vocational Education Personnel ^ 



TNI AOMINItTMATOfl AND COMPETENCY BASED EDUCATION 



. The -nocd for ntronq and compett»nL adm i n i Lrators of vc^Cii- 
tional education has long boon recocjniz(Ml. This nee:?d haa pa i - 
tially been c<:iU3od by the recent, rapid OxpansLon of vocational 
education programs and increased student enrollments. To answer 
this nood, personnel who can provide strong administrative leader- 
ship are being actively recruited into vocational education and 
inservice administrators are being prepared to accept incrt:?ased 
and over-changing responsibilities. y 

The competency-based approach to administrator preparation 
is idealLy suited to a variety of instructional settings. The 
essential concepts of competency-based education can be imple- 
menxed in courses, workshops, and seminars held on college and 
un iversi ty> campuses , as well an in workshops and other confqr- 
ences sponsored by the state department of education. The mate- 
rials and concepts are also especi^illy well suited to usa in 
field-based intern and extern leadership development programs. 
Preservice ^^dminis trators can use competency-based materials 
individually or in groups, and the materials can be adapted to 
meet their Individual needs and interests. 




tli»vi» Ujp i luf ,uul i ru • r » M I 11' I ttw^ ;kiM:; mI insi.Mvict' adini n I h t td t o t ii . 
Hy si* 1 1 »<M i lui Mil' I » i i n i n» i m. 1 1 » • r i , i 1 : , t h, * t ^ 1« 1 with tin* ;ip( m ' i 1 i t* 
i'(>mp«» I iMU' i t'S tn>^'J(Mi hy .m .uliii 1 II 1 M t I t » ) I , ln\.'ilnj can q 1 n Lhf 
skill.*; to c'(»f)i^ witli uMiu' ui^p'iit pii)l)lfMii. An . u lin i n i ( im 1 1 > i cm 
.1 1 si) ^ t (> 1 1 h( ^ UK »: ; I p. m t , Vv^c > i k i lu Inpi » ntli m 1 1 I y with t h(» ina t cm i a I m 
J or I Diup- I .mi)<' p I I ) 1 1 » ■ ; : ; 1 ^ )i 1 .1 I ^ 1 1 ^ v/i ^ I i )[ mi I . Tln' n.ituri^ t>l lh<^ mato^ 
rials allow.*^; tht* l^-ariuM prixfri^js thioiufh (he niati»rials at 

fiis/fuM- own pac-<». M'ht* < -oinf m ^ t i :y - I )a si m I in^;(j\u:t ional iiMtcrialn 
CiXn also hi' iM.si ly a<la}»tiMi t hn^f* oi" siiial I ijjonp i iimi» r V i cn' 
t.rainiru] s**.';;; i ( >n.". , 'iMw matt'i i a I :i may he usimI in 1 fadi^rsli i p 
dc^vi" 1 opmont .'Wmu iiia i s , i nl or ma I i ( >u() jwM t i ntp; , workshops , i iul<»- 
ptMidiMit study, aiul (jiaihialo tMuiiia*!;, 

'Vhv hi^iut y (^1 vompot iMu-y "har,o(i (Miucat ion is partially faninti 
in its rio^ihility. VVliothor ( Icarnor usiiKj tln^ niata^rlals is ' 

a 1 1 (M/(> s ( ucit Ml t , M c Inn D j s I ra t i VI » i n t i» i n or" i *x t c rn , or i nst,^ r v i c:(^ 
adm i n 1 ^;( r\i 1 or , ho/r.lu- will t i ud tluit t fio mat cm" ia Is of tor <in 
exc:f • 1 1 ( Ml t :. iiio t Ik )( I ot loarniruf ik'W and/or updat i ru; [)r('vioi]sly 
<i<^ifu i rod s k i 1 1 : ; , 



COMPETENCY BASED EDUCATION FOR I.OCAL AOMINISTRATOfM 



Thti ledraior- i ncj t. luvsi^ i 1 1 s t r ucU i ona 1 materials will find 
that his/hor [uitti to ^nowL(^dqr will he [:>aved with Icarninq mate- 
rials that ar(^ .^L^5^J"i^^ v^-.^ \^"^^/y." ^ -l*.'^^ - 'I'his iiuiovative approach to 
Iqarninq { coinp )lM (Mi ( -y, - hci ( m 1 (vinoat ion) allows t hc^ learner to 
acj^quire ancJ, dtMiionr.f lato ^q^^'ifnc- oonipe t one i es that.a'ro needf?d by 
local admi rii St i"at-orr. n\ v/(MMt i ona I edinjation, 

Tho Lnnovativc (^omf )(^ ta-ncy-ha sod approach to lear-ninq includes 
among its basic cha rac: ti r i s t i cs the roquirernent that the learner 
be/ expl ic i t ly infornuni rt^gardinq t h(? c:ompe tenc i es to be acquii^^d 
and demons t ra tod . .^/rho loarnor i.n f^<s?mpe tency -based education i s 
told at the hoqinnincj of rn^tructiort about thc^ criteria that will 
be used to assess hi.S/^ior pc^tf ormanci^ . He/she* is then held y 
accountable for inoi^tinq thos4^ criteria and progresses at hiff/her 
own rate t^hrt^ucfh t instructional progr^im. 

It should bo staticd at this time that the terms "Competency- 
Based Education" and "Performance-Based Education" are used syn- 
vpnymously by moat tnlucators. Tfiere are no universally accepted 
differences betwerni th(» two tc^rms; therefore, most educators use 
the terms into rcha nqeab 1 y . A preference for one of the terms is 
usually simply a matter of word p ro f or once - to emphasize a feature 
Qf the program. I'cu-- ^xamp 1 c , the word "competency " is often used 
t^o emphas ize tha t t lu^ l^a rn i ncf i n compot(3ncy- based programs is 
structured around ^oa rt^ fu 1 1 y identified and verified competencies. 
In per f ormanco-tx>so({ [> T' )r'i^r anus , t hc^ word " [)o r f ormance " is usckl to 
eij^hasize the fact that IIVms^^ j;s:(^qrams .require an individual t:o 



cioinoMHt r«it IiIh/Ju*!' ability to pfM ! emu the* rjiiitMUial c()iu|)i^t imic m»m 
in an approprintr nottituj (r . cj , , , wh i 1 1» wotkinM <i vocm t i ( )iia 1 

adm i n i fitra tor ) , liot h f>roqramfl arr Jikc^ly to be b<is<»(l vipon spiMi - 
fic^ compctoncios and thy rvaluaticHi of ItMininq ii\ likoAy i\y 
rotiuirci tho pe^r f ormani'o c^f thofu* <u:>inp«»tt*ncM t's ; howc^v^r, thi* \t<-*rinn 
UHOd will Indirato tho |^roforrnr<» of thc^ mjiuMtc >r. In orc1«r to 
clarify the concept of ^^cMiipr tonc^y-banod oducat ion and i,n domon- 
strate how this learn vncj a{jproach applies to th<* oducat ion of 
vocatlonnl administrators, t Jir followinq oxami:>lo L55 provided. ' 

Ono of tho id<^nt ifi<>d and V(»rifitHi comj^c^tencios ru^odcui \)y 
moHt local administrator?; of" vocati<M^al ochication is "or<fa- 
nizo and work witli a vocational education advisory 

<^6uncil," .1 If you arc* the* l<virner and you choostj to att<iin 
this competenrv^ ycni will L)e studyincj iin instructional 
module entitlt^d "()rqaniz<> <ind Work with a Local Vocati^onal 
Kducation Advisory C^ouruM 1 , " Before you actually be(|in to 
work on this module, you will knpwthat to attain th(> spjec-i ~ 
tied compc^tency ^ou must demonstr<ite your ability to estab- 
^Wiinh and work with a local advisory council while in ajn 
<ictual administrative situaticMi. You will also know what 
criteria will In* usec^ to judgc^ your actual performance. 
Some of the crit:eria iru:lude successfully demonstrating' the 
ability to: obtain the .ipproval of top administrative* 
personnel and the school board, prepare a statement of . 
[Purposes and a charter, and act as chairperson of the Council 
until it IS firmly established and officers have been electc^d. 
Your ability to meet these and other specified criteria 
will determine^ whether you have achieved the required 
competency — organize and work with a local vocational 
^ education advisory council. 

In summary, ther^^ are five essential elements of competency- 
baaed education. Thf.^se are as follows. 



• Competencies to' be achieved are identified, verified, and 
made public 'in advance. 

♦Criteria to be used in assessing achievement and the condi-. 
tions under which achievement will be assessed, are explic- 
itly stated and made public in advarfce . 

• Assessment of competency takes the learner^' knowledge into 
account, but depends upon actual performance ^s the primary 
source of evidence. 



• The ins tructional^^ program provides for the individual devel- 
opment' and evaluation of each of the^competencies specified, 

• Learners progress through the instructional program, at their 
^ own rate .by demonstrating the attainment of specified compe- 
tencies. - f 

>* ^ 
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THE RESEARCH BASE 



'rtu^ ooinpt' t criry l)ri sod iiu->truot ioiuil indtiMiaJs were , de ve lopinl 
from ^c:ompot (MU- i OS i d« m'i t i f i <}(! and vorifit>d as boinq noodod by 
local adm i n t r a t o I s, ()t botli sot.'ondary and p)C)s t - HocTonda r y vatw- 
tlonal odvuMl i(>u p t i >i 1 1 .nil:, . 'I'host^ cc^mfxq riu; i wori.^' i dt'ii t i f i tni 
throuqh a (•onil)Miat ioti o! two approaolu^s. M'lu^ first approacrh 
iniLiatf'd .hy ('onti-t stat 1 inrMnljoi'!; involved a (.'omp rc^hrrui i V( ^ s<sirc^h 
of tdu^ liti^raturo, piirnarily dortoral d i sst^ r t a t i onn , to dot(^rniine 
prov i ous iy i df mi t i t m 'd ad rn i n i s t i a t. o t oom^jr t imut i (^s . Upon com[:> J lo- 
tion oE tlii^; stMiroh, a I)A(UIM (Ufvoloping A Curriculum) workshop 
was conduct (ul in January pr/f. , Us mkj tltu DACMJM <ipproach of modi- 
fied small c^rcMip 1) ra mi s L( > rnn ruj , a <|rc:)up of tw(vlv(^ carefully 
soloctcur 1 oca 1 cuim MM :d ra l() r s d^^vt.^lopcd a lir^t of t<isk sf a tcmtMi tr, 
wh i ch descr L btHi t lu • i r a(ini T n m^ t r a t i ve^ work a ss i cjnm<^n t.H . 




'Tlu ' ! «i M k • 1 1 » M • *ii\< ' ! 1 1 * I < |i 'iim . \ t r M ! t i i mi t I im m t • t w« > . i p| > i < ». t « • I h ■ • w< • i 
t hr*n 1 f 1 .md nu ' i < j< •« I . 1*1 n* ! a t mtif mi t •> w< * i C } > i * • s« -n t « m I in Mi - • 

f o I III < » t .in " .1 < iin 1 ! \ I M t I , I t t > r t . \ m k i 1 1 v'« ' i i y '* t < » , i > t i , t t i I i r m I { I «. . t [ i 
: u M *( > ! u 1 . 1 I Y M I i post M t M ' I > n 1 1 . 4 1 y i\ c i m i n i m r i . t < u i m w # m « • i i u ■ I u < i • • » M . . 1 1 n [ > I 
of 1 Ul < >u t M t n nii i n< I 1 e m ■. i 1 . u Itiu H i s t j . » t o r ■ i i « • i < • !i« • n t i uti <-rw * h ( » ! t h« ■ 
t <' n U.SOK tjiM )(j I , I pin ( ' i i '< | u >um ( y 1 1 * Imiu 1 1 < vl t w<m \ t y . u Inn r i i s t i m t < m : : 
If' Mpt^ndrd to t Jh' 1 n v« Ml t ( n y vi ' t i y i iu| Mi »i o I the 1 'H t . i K • . ! .i t ♦ • 
nu M 1 1 M .'1 ubni i t t. < Mi , i s i tnf k ) i t ,u 1 1\ . 'I'l ii : ; luH i < ) n .j 1 vt • i i t i ( m t i ( )r i i < ' : . m I < 

ill t 1 l< ' I (!l Ml t i 1 1 < M I t 1 ( M I < ) 1 t 1 It ' t .1 M k M t . I I * )UU M I t S VVl I I t h t ( > I III t 1 l« • 1 > 1 S 1 

for t v« * 1 (^pnuMi t of t In ' , u liu i n i m t i . \ t o r i 1 1 m t i u< M i f )n . i 1 nu 1 1 < - i f . i 1 . . . ^ 
T)\i MS * ' adni I II ! M t r n t ( ) t ( - c )rnpf • t « mh - m ' m «i im ' o r qaii i m 1 into t h» ■ 1 < > 1 1 * i m 
( Ml t I M JO r J n . 



A - - I* I o< ' I ' 1 M n n i n q , Mo vm ' 1 c^pin* m 1 1 , . i nd I am 1 ii. 1 1 m >n 

M I ri M t r lit • t I ( Ml. I 1 Mm M < I M ' mi t 

t ' — S t IK !o M * I VM 0( • ^; 

1) FN'rMoruM^l MMn.iqoinont 

i: St.! If l)f» vo 1 opinon t -'•^ 
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I BaninoMM cuui I'irMrioial M<uKigonion t. 



THE CURRICULAR MATERIALS 



'r^M' • MMlnni niMtt'r i.ilM tor vocational adm l m i s t. r a t < > t s (mv» 

btvM. d' -i a:ui orqanizod into i n 5; t r uc t iona I p(ickaq(^s (Millod 
modn 1 o ; , r.-i .:o Ui[(,' covers one or more related adm 1 n i s t i"a t i vo 
sk: 1 ' m) ari' 1 mx 1 t .m base one or more of tht^ task r.taton^Mits 

ver 1 r-^ • ^ »..iat. 'Vn help tht^ learner accjuiro competency, 

e.ic^h ' - uil*^ no, jd- ; i f; o rma t loiu learninq activitia^s, and torui- 



^ Fo r addit ir)nal 1 :i f o rnia t i on on the research {)r()codurrM^ us(Mi mhu 
tht^ tank s t a t t.*mc mi t.s v(*rifiod as important, refer to Robort. i:. 

Un r t on , et al . , Tj^*/ I de n t i f ic. ytion and National Ve:;r 1 f i ca t ion o t 

C ompetencies Import ant to S(-condary and Pos t -Soconda ry Ad mi n 1 :V- 
ti-ators of Vocational Mducation , (Columbus, OH: The Cen te^r fnt 
Voca t ional Educa t ion , Tlu.' Oh i o S ta te University, 1 97 7) . 
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MAJOR COMPONENTS OF A MODULE 



^ 1 1 :u *M t - i ;:, • :.. - , r' 1 * • > .,t . i ; m > ♦ v i r M I u ^ * • i:i nuxlult 

'Pi t h- I\tM- 

^''P^ ---^i'. * *iMt' i:; written in r t r j rni/i ik « 
pl'^r.f : I / *:m- ■ .pf • * . -m' rif )rupf^ t oiu- 1 i-Mi to bo ac^^oni- 

t^V i'-MP-M iM'V.'lop lA).-.il »M,iM*: for Voc/i t i < > n m 1 
Kilu* 'M t 1 < )ii ■> m; > '.p i . t ! . . ) : t [^., > ;no.iM ] . • , 

1 n t IM )cl UP t I I J M 



A s ]\i )t- 1 p. t "'■J . 



P ^ I ; r p 



t.jH' modulo foLU^w^i the title p<\cji'. 
ly-i.s (it'siMiu^^l sriMiMl.i*- t !i. iMter('55t of t }io learnc^r and mot i 

/Tito him/hor t*. mppi::>- tp,- •M;-pot_onpy .-ovMM-iul in tho modulo. 



>rip*'t»M.cy Mud offers th(» UMirnoi 



a orit't sununMr-, - : M.-- :ppor* p::.. of, and t h^ rioiui fOr , fho 
at-u 1 nm-nt r>} ♦ho •:pp.--p.-y ip or h- r to ijo an offoctivo adminis- 
tiator. It r)-^.'P>-oy, r ; n.i ju^* to t fio ino.iulf- aro^ identifiod 
i n thu i nt rodu - 1 :■>-., 

iModu J *: Stru^i-turo and rp.o 

-'^Th*- modal.' :;rru -t ir^' u;d us*^ soction is designed to 3f>o- 
c:! f 1 caT 1 y unswro" ; pp^h^ * : cpi p i i ^ >p * ' h a r<i i^a^ r i s t i o 5^ wh i cK^ a r(> 
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.unique to, the particular module:. • I^f when studV^rig a module, the 
learrier requires, basic information that applie^ to all modules or^' 
if alternatives to the norma^ procedure are needied, the, learner 
ahould^^refer to ''Using the^Modul^" pp-, 15-19 of this guide., There- 
are, however, three b^sic- areas ' that will appear in this. section 
o£ each module r ^ - 



' . Qb jectiV'es\ --This section lists the objeqtives of each ^earn-j'; 
'ixig experience. ' sample follows.) ^ . ' . . 4- ^ 





^ Module Structure and ^. 


This modul^e coptalna aii Introduction and four sequent ia J learning experiences. 
l)VERVI EWS , _ whlcH^^ft*liede each learning experience^ contain ,the objective for 
that ejrperiencv and axbrief description of what the learn inc experience 


^ V 




Object ivos Torinlnal (Jbjectlve: While workin^^ in an actual admin is tra t ivo 
situation, establi.sh a student plac^ent -service and coordinate 
^ , Tollow-up studies. Your ' per formance will be assessed by your 

resource pe^^son using the "AtiiTiinistrator Performance Assessment 
'Form," pp. 95-*>H ( Loarning ExpGri&ncG TV) . 


Enabling Objectives; 


1 . 

-» 


After cLimpletlng the required reading, demonstrate* knowledge 
of the [) rat: tires and procedures involved in establishing and 
wcirking with an effective school placement service (Learning 
fSxfu* r L t 'in:t' I } 


2 . 


Af Ler L'unip 1 et ing the required reading, demonstrate knd*^ledge 
<j 1 steps and p r need vi res Invol ved in pi /inning a student 
follow-up study (Lf?^rnin'f Expf^rience II). 


3. 

. C. 


(JlVen f unc t ionl ng utuden r placement and follow-up services 
1 n an ac tuai Hc hon I , c r i L ique those serv Ices (Learning 
Fxper i «:?nc:e III), 
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Resources > — This section lists by learning experience/ the 
V .^q^ired and optional outsiAe resource^ if any, needed to comr?,. 
. plete the module. This enables thev learner to Secure thie nece^- 
-Sary resources before he/^e starts the module* (A .sample ' 
follows • ) ' , 



RMOUrCeS a list ot the outside restnir e» which auppleifient .those contained 

within the mi^dules follows. Check with ybtir resource p^r*on 

; determine the <'iva I 1 abil 1 ty and the location of these ^ 

resources, (2) to locate additliMial reference's specific to your 
situation^ and (1) to >;et assistance in setting up ncti vlt ies 
with fn^ers .or (ihservnt Ions ol skilled adrti 1 n 1 s t rn t o rs . 

LeiirninK I':xpe r i once I 



4^ 



Opt ion.kl , . " 

• /^e/r^roncYj; Ce 1 1 e rnia ii , Snul W. Motivation and Productivity 
New York, NY: American Mana^,ement Association, Inc, 1963. 

• A s;^^hac.}i psi^fuhrUrnj i St nr uounsciar knowledgeable of -the 
character 1st irs nf motivation with whom you can consult. ' 



LearnhT^ Experience If 
Opt ion;! 1 , , 



V 



/Reference.' Cellcrman, .Saul W, Motivation and Productivity 

:lor 

V 



New. York, NY: Anieriean M.-inagemen t Association, Inc. 1963. 



/ - ■ 

SelQCted Terms , — This section lists^ and defines , terms 
uniq^ae^ fe6 1:hese modules. 

In addxtion to the above areaa> selected modules require that you 
have demonstrated competency in particular skills before you take 
those modules. The selected modules will list these prerequisite 
skills and how you can attain them in a "Prerequisite" section. 



Learning Experiences 



A series of learniing experiences is contained in each module 
Each learning experience is complete with activities that are 
designed to help the learner achieve a ^sVecific objective . In 
order to achieve- the^bj ective , the activities withp^n the learn- 
ing -experience may include reading an information sheet or out- 
side resource^ observing an experienced administrator^ viewing a, 
filmstrip^ reacting to case studies^ role-playing with peers, etc. 

Completion of the activities contained in a learning experi- 
ence leads ' the learner toward the accompli'stiment of the objective 
of that learning experience. When the learner successfully 
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completes all of the learning experiences contained in a module, 
he/she normally will have attained the competency^ identified in 
the module title . ^ This building process provides the learner with 
the foundation needed to achieve the desired competency. The 
process r incorporated "into a series of , J-earning experiences, 4 
allows the learner to learn information about a competency , prac- 
tice or apE>ly that information, and finally, actually, perform the 
competency while working in"^ ^ii actual administrative situation. 
An illustration of ' the. typical instructional sequence employed in 
the modules follows. \ 



7 




OfTIONAt ACTIVITIES 



COGNITIVE 
KNO«a.eDGE 



PLANNING 
ACTIVITIES 



PRACTICE 
OR 

SIMULATED 
ACTIVrTIES 




ALTERNATE 
ACTIVITIES 



VA«£K9ti TIMI LINi 



TYPtCAL INSTRUCTIONAL SEQUENCE 
FOR CVE MODULES 



Overviews . — Each learning experience, except the final one, 
begins with an overview. This overview identifies the objective 
of the learning experience and presents a brief summary ^of what 
activities the student will be dol^g to complete the learning 
experience. 

A sample overview and corresponding explanations are provided 
on p. 13. Every learning experience will not contain all of the 
activities described in this , sample. The 'sample overview is 
intended to acquaint the learner with the many: different |types of 
activities that%e/she might be completing wheii taking a module. 

Final Experience , — The last learning exgi^rience xn evjery 
le is the final experience. This experi^ce is the one in 



modu 



which the ^earner's ability to perform the desired competency will 
be assessed by a qualified resource person(s) . The objective of 
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is 



the final experience is called the terminal objective. ?t 
describes the specific competency the learner is expected to 
demonstrat^e while working in an actilaal administrative situation. 
(A sample P^ge from a fin4l exjjerience .follows.) 







Learning Experience IV ^ 




FINAL EXPERIENCE 










^T^- A. As you fult'Lll your administrative duties, decide 
m ^ \ on tlu: stylus and pi^'ocedure3 of supervision which 
■ ^ H you boliovo to bi^ appropriate for various situa- ^ 
t ions in whicli ynu art supervising 'vocational edu- 

^^^^^^^F cation personnel. This will include: 






• delegating responsibilities 






. • including staff in deci s ion'-mak. ing 






' • encouraging positive interpersonal r^atiOns 
among staff 






• meeting the personal needs of individual 

'Staff members 

NOTE: As you complGtc each, of the above activi- 
ties , ^document your actions (in writing, on tape, 
through a log) for assessment purposes • 





ROLE OF THE RESOURCE PERSON 

V 

,■» 

A resource person is a qualified professional educator who 
is responsible for guiding and helping the learner plan and carry 
out his/her professional development program. This individual 
may be a university professor; a director of staff development; 
a state department of education supervisor; an administrator at 
the state, regional, or local level; or d'ther qualified person. 

The resource person plays an essential role in the learner's 
competency-based educational program- This individual must- be , 
an advisor, helper, and evaluator. 



IMTU OVCRViai 



After completing the required reading, 
demonstrate knowledge of the procedures 
for organizing a vocational education 
advisory council. 



0 



EXPLANATION OF TERMS 



An objective that helps learners progress 
toward achievement of a terminal objec- 
tive. For each enabling objective in a 
module, there- is \a learning experience to 
help the learner achieve It."; 



You will be reading the information 
sheet, "Organzing a Local Vocational 
Advisory Council 7-29. 



0 



A learning task that is designed to help 
the learner achieve the objective. This 
task may include such activities /as read- 
ing a case study, writing a plan, etc. 



You may wish to interview a vocational 
administrator to determine procedures 
he/she followed in organizing a voca- 
tional education advisory council. 



0 



A learning task that , is not required, but 
is designed to supplement and enrich the 
required activities in^ a learning experi- 



ence. 



You will be Remonstrating knowledge of 
the prpcedureVvfor organizing an advi- 
sory c|)uncil by\completing the "Self- 
Check, V p. 31. ) 



0 



The final required activity always .pre- 
cedes the feedback activity and provides 
the learner with the opportunity to check 
his/her comprehension of the material pre- 
sented in the learning experience. This 
final activity may be in the form of a 
case study, self-check, written* critique, 
etc. 



You will be demonstrating knowledge of 
the procedures for organizing an advi- 
sory council, by -discussing the items 
on the "Self-Check,^' p. 31, with a 
group of peers* 



0 



An activity which- the learner may substi- 
tute for a required activity. 



r 



You will be evaluating your competency 
by comparing your completed "Self- 
Check" with the "Model Answers," 
pp. 13-34. 
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Feedback is used to provide for the imme- 
diate reinforcement of learning at the 
end of each learning experience. This 
reinforcement may occur as the result of 
model answers or some ty^e of a checklist 
completed by the learner, peers, aftd/or a 
resource person. 



As an advisor, the Resource person will* i 

• explain the competency-based administrator materials to 
the student 

' i 

• help assess the learner '"s needs and interests 

. assist, the learner in selecting appropriate ^.competencie8 
to pursue • 

V ■ , ■ ■ <* 

• help determine what modules the leader should' take 

• help the learner determine in what sequence^ the modules 
snoula be taken 



•^assist the learner in dete 
ences should be taken with 



ermin 

liifl e 



ing what learning experi- 
ach module 



As a helper, the resource person will": , , • _ 

• arrange periodic conference^ with the learner in order 
to answer questions and be available for assistance 

• help the learner locate required and/or optional 
resources for each module 

• suggest additional resources which might benefit the 
learner 

' • ■ ■ ■ . , r ' . 

• help the learner obtain access to necessary equipment 
and "meeting rooms 

• help the learner obtain access to^ an administrative 
setting when needed , ' 

• assist the learner in setting up activities with peers 
-or arranging to observe or visit ,a - school administrator 

As an evaluator, the resource person will: 

y • interact with the learner regarding^ his/her own self- 

• evaluation (e'.g.\, consult with the learner on' self- 
■ checks and other feedback devices) 

• help- the learner evaluate "materials or products pro- 
duced by him/her 

• assist the learner in evaluating videotapes of his/her 
own performance iiax. 

• assess the learner's readiness to complete the final 
learning experience ' . 
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« make the Vieceseiary arrangements (^-^^j^^ date, time, 
place) for the le^irher to complete ' ^^final learning 
experience - ^ , ^ ^ 

« assess the learner '6 performance of^ tke desired admin- 
istrative competenqi/ (terminal objective) by using the 
^'Administrator Performance Assessment Form" 



The' resource person is an . integral and^ vital part of the 
learnesr's competency-based instructional prograin. Interaction 
betwfe^n the two individuals is essential if the learner is to 
gain the maximum advantage from this type of instruct^^,^ Peri- 
odic conferences 'should be » arranged between the leprn^ and the 
resource person. These' conferences should be planned to advise, 
a'ssist, and evaluate the learner's progress. - To help the learner 
plan learning activities and communicate them to his/her resource 
pei;-^on(fl), a sahiple "Module/ Worksheet" is included on the next 
page. The learner might find it helpful to. make copies for his/ 
her own use. The worksheet can al80<^ be modified to fetter meet 
individual needs. ^ . 



^ USING THE MODULE 

This section of the guide is provided as an expansion of the 
"Module Structure and Use" section that is contained in each indi- 
vidual module^-- It is designed to provide jLnfdrmation which is 
common to all modules such as procedures for module use, brganiza- 
tlon of modules, 4nd definitions of terms. For an outline of the 
key steps in using a module* see p. 20. 

Module Structure and Use 

Each module contains, an ^/ihtroductioTi^nd a series cyC sequen- 
tial learning experiences. Overviews, which precede each learning 
experience except the final one, provide brief descriptions of 
what each learning experience entails. 

Tv^o types of objectives form the basis of the learning expe- 
riences: a terminal objective and an enabling objective- The 
terminal objective describes the performance which the learner 
must demonstrate to show competence in the particular administra- 
tor skill addressed by :the module. The enabling objectives are 
designed to help the learner achieve the terminal ob^jective. 
Each! learning experience has activities to help the learner 
accomplish the objective, and by use of the feedback devices pro- 
vided, the learner will be able to determine if he/she has 
achieved each objective.. - / 



MODULE womdHerr 



Name 



Module Title 



t 



( Resource Person (s) for this Modulei 

Name • Phone 

Phone 



Colnpl^te the follciwing with the assistance and cbUnsel of iX 
resource person: J* ^ ' , \ 

rn Assess present administrative, competency 
I I ^^2^ Determine need to complete related modules 
4^4— 3. other activities: " 



\ 



Th|p. following learning expefiencea have^ been, decided upon: 



4- 



□ 


4. 


Learning 


Experience 


I 


□ 


5 . 


Learning 


Experience 


II 


□ 


6. 


Learning 


Experience 


III 


□ 


7- 


Learning 


Experience IV 


□ 


8- 


Learning 


Experience 


^\ 


□ 


9. 


Learning 


Experience 


- ( 
VI 




10- 


Final Experience 





Completion Dates ; 
Planned j Actual 



The following conferences with resource persons haye been sched- 
uled (arrange only those needed) : 

' Dates 

^ 

LJ Plan for completing learning activities _^ 

' ' r 
I ) Arrange to obtaift resources 

I I Report oti progress- ^ 

I I Arrange for Final Experience 

I I other: ,.[■ ^ 



(This page may be reproduced) 
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The first learning experiepcQ usually provides the learner 
with the needed background information. The following learning 
experiences (excluding the f inal learning experience) are' designed 
to giv^ hin)/h^r an opportunity €o apply that information in a 
practice ^i^ilption. Depending upon the amount ^of' information 
presented in' the module, the" following learning^ experiences may ^ 
al«6^ provide additional background information and opportunities 
to apply that information . / <The final learning experience is 
^' designed to allow the learner to perform the cotnpetencies learned 
while' in\an actual administrative situation. 

Procedure 'I • 

^ / 

After "reading the " Introduction" and becoming familiar witt^ 
the objectives listed ^in a ^module, the learner should be able to 
determine how much^ of the module he/she will need to complete in 
.order to achieve the terminal objective, 

• If the learner already has the necessary background knowledge 
required for proficiency in achievjLng the terminal objective, 
he/she may not need to complete arty learning experi^ence 
requiring him/her to read an informaftion sheet. 

If the learner has had practic e in demonstrating the com- 
petencies nb^ded to achieve the terminal )5i^e^ive, he/'ghe 
may not need bci complete any lear^ning experT^ce requiring 
him/her to pract^ree the competencies. ^ 

The learner may wish to skim the overviews for each learning 
experience, and to skim the final learning experience. These 
pages will provide more specific information for deciding 
.which experiences the learner will need to complete>. 

• With the approval of' the resource person, the learner may L 
choose to proceed directly to the final learning experience 
and attempt to achieve the terminal objective at a time when 
he/she has 'access to an actual, administrative situation. ' 

Te rminology 

Actual Administrative Situation refers to^ a situatil^n in which 
the learner is actually performing administrative duties for a 
vocational program. An intern or extern,, or an inservice admin- 
istrator would be functioning in an actual administrative situa- 
tion. If the learner does not have access to ah actual adminis- 
trative situation when taking' this module, he/she can complete 
the module up to the final learning experience. The learner 
would then do the final learning experience later (i.e,, when 
he/she has access tcr*^n actua] administrative situation) , 
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^ Administrator . , .Refers to a member of the secondary or post- 
j^'secondary administrative team^, This generic term, except where, 
specifically designated otherwise, refers .to the .pommunity college 
president, \^ce~president , dean, director; or to the secondary 
school principal, direqtgr superintendent . 

. B oard .refers to the seoiondary or pos\:-secondary edire*ttlonal 
r governing body. Except wKere otherwise specified, the term 
"board" is used to refer to a board of education and/or -a board 
of trustees. • ^ 

Competency , , , refers to achievement of t^he^ knowledge , skills, and 
attitudes required to perform ^^given task, 

CompeteR^y-B^sed^ Education (CbE) , , , ref ers to an approacl) to 
instrucj^ion ih which the emphasis is on developing specified 

. competencies rather than oh just gaining Icnowl^^dge of how to do 
something. Many educational leadei!"^ use 'this term synonymously 

-with "Performance-Based Education." 

Module , . , refers to t:he type of learning materials jj^iat are 
developed for most coippetency-basQd educatioil pt'bgraira^nd orga*- V 
nized into modular (package) form, Moduies vary widely in form, 
length, . and scope from program -to program. Some* consist of a one- 
pr two-page outline while others are coiiprehensivte self-contained 
instructional packages of fifty or more pages each. Most of The 
Center's modules contain all of the essential I'earning material 
for achieving a specified terminal performance objective. 

Occupational Specialty , , .refers to a^ specif ic area of prepara- 
tion within a vocational service area^ (i.e. , Trade and Industrial 
Education includes occupational specialties such as automobile 
mechanics, welding, and electricity). 

Peers refers to fellow learnerS/ fellow administrators, or 
friends who are used to (1) role-play* admijn/strators, teachers, 
students, etc., (2) critique the^ performance , and (3) participate 
in seminar- type discussions. Unless otherwise specified, these 
peers should be persons familiar with vocational administrative 
responsibilities, 

Per'f ormance-Based Education (PBE) , . . refers to an approach to 
instruction in which the emphasis is on developing the aElfcLlity 
to "perform" in an actual situation rather than on jUst "knowing" 
about the* tasks. The ""focus of PBE programs is on the adminis- 
trators * development and demonstration of competencies thart have 
been identified and verified as important to successful adminis- 
trators. / 

Resource ^Person . . . refers to the qualified professional educator 
who 4:s^responsibl^ for guiding and helping the learner plan and \ 
carry out his/her professional development program. This indi- 
vidual may be a university professor; a director of staff develop- 
ment; a state department of education supervisor; an administrator 
at the state, regional, or local level; or other qualified person. 



School , , , refers \o a sec^ndai^y^ post-secondary educational 
agency. : Except where othj^rwi^e sTpecif ied7*this generic term is 
used to refer pynonomously to ^secondary schools, secondajrV voca- 
tional schools, area vocatj-onaX^s^^rrTiools , community colleges, post 
secondary vo,cational and technj^ai/ schools , and trade schools. 

Student^ ..refers to the person who^ is enrolled and receiving \ 
Lffstruct^n in a secondary or post-.^^condary educational insti- 
/tut ion. I ^ /' « . ^ ) ' 

Teacher . , . refers to the person who is instructing students in a 
secondary "^r post-secondary educational institation . ' 

Vocational Program . refers to all of the vocational service 
aifeas and occTupational specialties offered by the school ,or 
: college. 

x .J/ocational Service Area ... refers tot^a major vocatiTmal field : 
•Agricultural Education , Busin(>ss and Office Education, Distribu- 
tive Educa^yion, Health Occupations Education, Home Economics Edu- 
, cation, Inoustrial Arts Education, Technical Education, or Trade 
^nd Industrial Education. 

You, Administrator, or Learner refers to the preservice or 
ineervice administrator who is taking the module. 
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KEY STEft IN USINQ THE CiNTER'S ADMmWTRATCM MOOULIT 

1. Meet with your resource person to assess present adminis- 
trative competency and to determine your need to complete 

''tlie module. :^ 

2. Read, the title page, the introduction, and the performance 
criteria contained in the b ack -X^t each module in the 
"Administrator Perform^mce- Assessment Form," to help ip 
assessing your need to obtain the coihpetency addressed.. 

3. Read the "MGdule StructuiM and Use" , Section to identify 
/module objectives and reqorred and optional resources; and 

ta -become familiar With se^ected^ terminology. 

skim the overview page(s) of each learning experience to 
i(^htify the activities involved in each experience. 

Determine ^ith the help of your resource person which learn- 
ing experiences you need to complete. 



6* Arrange to obtairT^amy additional resources needed. 




7, Complete the activitres contatined in each of the learning 
experiences deemed relevant to your needs. 

8. Consult with your resource person as necessary, and report 
your progress on a regular basis. 

r' 

9* When you are ready to demonstrate your competency, arrange 
for access to an actual administrative situation in which 
you can complete the final experience. 

10. In cooperation with your resource person, schedule and com- 
plete the final experience. 



*For more information about ^hese steps, see pp. 15-19, of this 
guide. 
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